
 

A FLOWCHART FOR EVALUATING LEAVE REQUESTS UNDER THE 
FAMILIES FIRST CORONAVIRUS RESPONSE ACT (FFCRA) * 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Certain restrictions may apply to health care providers and emergency responders. Leave requests under the FFCRA for health care providers or emergency 
responders will be evaluated on a case-by-case basis.   

2. Does the employee 
need leave to care for: 

  

His or her minor child? 

 

Proceed to #3 

 

Himself or herself? 

 

Skip to #5 

 

Someone else? 

 

Skip to #6 

1. Union County is 
considered a covered 
employer under the 

FFCRA. 

 

Proceed to #2 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. If the leave has been requested 
because the employee’s child care 
arrangements have been impacted 

by the COVID-19 emergency, 
proceed to #4.  

If the leave has been requested 
because the employee’s minor child is 

in quarantine or isolation due to 
COVID-19 or because that minor child 

has been advised by a medical 
provider to self-quarantine, skip to #6. 

 

4. Does the employee have a 
“qualifying need for leave”? 

1. Must the employee care for his or 
her minor son or daughter because the 
child’s school or place of care has been 

closed due to a public health 
emergency, or because the child’s care 
provider is unavailable due to a public 

health emergency? 

2. Is the employee unable to work or 
telework because of the need for care 

for their minor child? 

 
If the answer to ONE or BOTH 

questions is “NO,” stop here. The 
employee is not eligible for either 

type of leave under the FFCRA. 

If the answer to BOTH questions 
is “YES,” then that employee is 
entitled to emergency paid sick 
leave and may be entitled to up 
to twelve (12) weeks of FMLA.   

NOTE: Refer to the end of this document for guidance about supporting documentation that should be submitted with any request for leave under the FFCRA.  

 



 

 

 

 

 

                          

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

5. Is the employee 
unable to work or 

telework for one of the 
reasons listed below? 

 The employee is 
subject to federal, 

state or local 
quarantine or 

isolation because of 
COVID-19. 

If “NO,” stop here. The 
employee is not 

entitled to emergency 
paid sick leave.  

The employee has 
been advised by a 

healthcare provider 
to self-quarantine 

because of COVID-19.  

If “YES,” the employee 
is entitled to 

emergency paid sick 
leave, as follows:  

The employee is 
experiencing 

symptoms of COVID-
19 and is seeking a 
medical diagnosis.  

Full-time employees are entitled to a 
maximum of 80 hours of paid sick leave 

under the FFCRA, paid at the employee’s 
regular rate of pay, subject to a cap of 

$511 per day, or $5,110 in the aggregate. 

Part-time employees are entitled to a 
maximum paid leave of the hours equal 
to the number of hours that employee 

works, on average, over a two-week 
period, paid at the regular rate of pay, 
subject to a cap of $511 per day and 

$5,110 in the aggregate.  

6. Is the employee 
unable to work or 

telework for one of the 
reasons listed below? 

 The employee is 
caring for an 

individual who is 
subject to a federal, 

state or local 
quarantine because 

of COVID-19. 

 The employee is 
caring for his/her 

child if the school or 
place of care is 

closed or the child 
care provider is not 

available due to 
COVID-19 

precautions.  

The employee is 
experiencing any 

other substantially 
similar condition 

specified by the Sec. 
of HHS in 

consultation with 
the Sec. of Labor 

and Treasury. 

If “NO,” stop here. The 
employee is not 

entitled to emergency 
paid sick leave.  

If “YES,” the employee 
is entitled to 

emergency paid sick 
leave, as follows:  

Full-time employees are entitled to a maximum of 80 
hours of paid sick leave under the FFCRA, paid at 

2/3rds the employee’s regular rate of pay, subject to 
a cap of $200 per day, or $2,000 in the aggregate. 

Part-time employees are entitled to a maximum paid 
leave of the hours equal to the number of hours that 

employee works, on average, over a two-week 
period, paid at 2/3rds the regular rate of pay, subject 
to a cap of $200 per day and $2,000 in the aggregate.  

NOTE: Refer to the end of this document for guidance about supporting documentation that should be submitted with any request for leave under the FFCRA.  

 



GUIDANCE ABOUT DOCUMENTATION THAT AN EMPLOYEE SHOULD PROVIDE TO SUBSTANTIATE LEAVE REQUESTS UNDER THE FFCRA 

 
What kind of documentation should accompany a request for Expanded Family and Medical Leave (FML) under the FFCRA? 

Employees should provide the following: 

1) Families First Coronavirus Response Act (FFCRA) Request for Leave form  
2) The name of their child or children 
3) The name of the school that has closed or place of care that is unavailable  
4) A representation that no other person will be providing care for the child during the time period they are requesting leave 

 
What kind of documentation should accompany a request for emergency paid sick leave under the FFCRA*? 

Employees should provide the following:  

1) Families First Coronavirus Response Act (FFCRA) Request for Leave form  
2) Depending on the reason for leave, supporting documentation as described below: 

a. In the case of a quarantine order, a copy of such order should be provided (if not available then the name of the governmental entity 
ordering the quarantine should be provided). If someone has been advised to self-quarantine, they should provide the name of the 
health care professional advising self-quarantine or a copy of the certification from a health care professional of the advice to self-
quarantine. If the employee is actively seeking a medical diagnosis for COVID-19, they should provide a copy of the confirmation that 
a medical diagnosis was (or is being) sought. If the person subject to quarantine is not the employee, that person’s name and the 
relation should be provided, as well as an explanation as to why it is necessary that the employee cares for them.  

*In the event an employee does not have the supporting documents listed above, employees may submit other documentation/information with their 
completed application in support of their leave request.  

To access the Families First Coronavirus Leave Act (FFCRA) Request for Leave form, visit:  

o www.co.union.oh.us/HRCOVID-19Resources 
 

o https://selfservice.co.union.oh.us/MSS 
 

Questions? Contact Union County Human Resources 

o Email: HR@co.union.oh.us 

http://www.co.unio.oh.us/HRCOVID-19Resources
https://selfservice.co.union.oh.us/MSS
mailto:HR@co.union.oh.us

